
 
 

KING COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER.  JOB ANNOUNCEMENTS ARE AVAILABLE IN ALTERNATIVE 
FORMATS FOR PERSONS WITH DISABILITIES. 

(206) 296-5209 JOBLINE  http://www.metrokc.gov/ohrm/psd/openings.html Website Address (206)-296-8535 TTY 

LEGAL SECRETARY  
KING COUNTY PROSECUTING ATTORNEY’S OFFICE 

CIVIL DIVISION 
Hourly Rate: $19.38 - $24.57 (2006 Rates) 
OPEN: 12/14/05    CLOSE:   12/22/05 

 
 
WHO MAY APPLY:  This position is open to the general public. 
 
WHERE TO APPLY:  Send resume and cover letter no later than the close of business on Thursday, 
December 22, 2005 to Heidi Parkington, Human Resources Manager, W554 King County 
Courthouse, 516 - 3rd Ave., Seattle, WA 98104 or by e-mail at heidi.parkington@metrokc.gov . 
 
FORMS AND MATERIALS REQUIRED:  A resume and letter of interest detailing your background 
and describing how you meet or exceed the requirements are required.  
 
WORK LOCATION:  516 Third Avenue, King County Courthouse, Downtown Seattle.  
 
WORK SCHEDULE:  35 hour work week; Monday-Friday 
 
PRIMARY JOB DUTIES INCLUDE:  This position provides legal secretarial support for a group of civil 
deputies and other staff.  The work is detail oriented and includes: the preparation of correspondence 
and legal documents from rough draft through final copy; filing, receiving callers in person and by phone; 
scheduling motions, depositions and meetings; and arranging for service of documents.  The work is 
confidential in nature which requires the exercise of independent judgment and discretion. 
 
QUALIFICATIONS:  Candidates for this position must possess: excellent computer skills, including the 
ability to type a minimum of 55 wpm using Microsoft Word; excellent spelling, grammar & organization 
skills; the ability to prioritize tasks; and the ability to maintain effective working relationships with co-
workers, clients and other agencies.  Civil litigation training or experience is preferred. 
 
NECESSARY SPECIAL REQUIREMENTS:  Pass Criminal History Check.  Occasional lifting, 
carrying and moving boxes weighing up to 20-25 lbs. 
 
UNION MEMBERSHIP:  Positions in this classification are represented by Teamsters Local 117. 
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